
-----------------

SIGN INSTALLATION 

PERl"lIT APPLICATION CHECKLIST 
(Return with Application) 

Pennit application for: Gob address):, _________________________ 

Own~'sName: 	__________________________________________ 

Contractor's Name: ____________________________________________________ 

Before a zoning approval may be granted, all of the following documentation must be submitted with an application to 
place the sign. By providing all information., you can assure that the application can be reviewed asefficiently as 
possible. 

1. COMMERCIAL PERMIT APPLICATION. 

LOT DIAGRAM or PLOT PLAN on page two ofthe application form. The drawing must include all 
items listed on the form, and must show where the sign is to be placed on the owners property, and its 
relationship to buildings and lot lines. 

__.3. 	 THREE (3) SETS OF SEALED DRAWING & SPECIFICATIONS. Drawings must include height 
of the sign and foundation plans. For exterior wall signs, include a drawing that dimensions the entire 
face of the wall. If there will be multiple signs, and or existing signs, please indicate complete 
information for all signs that will belocated on the property. 

_____4. 	 TYPE: Indicate type of sign to be placed (Le. free standing pylon, monument, wall, temporary, etc.) 

..__5. 	 PROOF OF OWNERSIllP (deed, land contract, tax statement, etc.) 

PROPERTY TAX ID NUMBER FOR PROPERTY INVOLVED. 

ELECTRICAL PERMIT: A separate electrical permit is required for illuminated signs. 

Your application will be reviewed when all information has been received, and a permit issued when compliance with 
applicable ordinance requirements has been verified. Placement of the signage should not proceed until you have first 
received the zoning approval permit. Approval is required prior to placement ofany sign or sign component. 

BUILDING DEPARTMENT (Associated Government Services, Inc.) OFFICE HOURS are 8:00 am to 12:00 and 1:30pm to 4:30pm, 
Monday through Friday. The HOME OFFICE may be contacted by PHONE at 269-629-0600 or 1-800-627-2801 (an answering 
system operates 24 hours a day to obtain infonnation, fanns, and inspections); by MAIL at 8721 Gull Road, Suite B, Richland, MI, 
49083; or by FAX at 269-629-0601. 

Signed: __~ _________________ Date: 

C;\RICHLAND\FORMS\MASTEROOCUMENTS\sIGNCKLIST 	 518108 CC 



----------------------------------------------------------------------

LOT DIAGRAM 


Owner: 


Project Address: ____________________________ 


Property Tax #: ___________________________ 


1) Draw lot lines in feet 5) Show dimensions of aU buildings 
2} Label street 6) Show distance from aU sides of buildings to all lot lines 
3) Draw existing structures 7) Draw lakes, streams, and wet lands within 500 feet 
4) Draw proposed construction 8} Contractor/owner will stake 2 adjacent lot lines 

Signature of Applicant/Agent: ________________________________ Date: _________ 


